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1. IDENTIFICATION 
 

Position No. Job Title Supervisor’s Position 

05 - NEW Law Clerk  Executive Legal Officer, Office of the Chief 

Justice 

 

Department Division/Region Community Location 

Justice Court Services Iqaluit  Nunavut Court of Justice 

 

Fin. Code: 05600-01-1-111-0540010-01-???? 

 

2. PURPOSE  
 

Main reason why the position exists, within what context and what the overall end result is. 

The Law Clerk supports all of the resident Judges, Justices of the Peace, and Deputy Judges, as 

well as, the Executive Legal Officer in the Office of the Chief Justice, by researching points-of-

law, preparing memoranda, completing substantive and grammatical editing of judgments, as 

well as any other necessary legal research and writing. 

 

3. SCOPE 
 

Describe the impact the position has on the area in which it works, or if it impacts other departments, the 

government as a whole, or the public directly or indirectly.  How does the position impact those 

groups/individuals, the organization and/or budgets.  What is the magnitude of that impact. 

Law Clerk currently supports all of the resident Judges, Justices of the Peace, and Deputy 

Judges, as well as, the Executive Legal Officer in the Office of the Chief Justice. Additionally, 

the Law Clerk assists with the administration of The Access to Court Records Policy at the 

Nunavut Court of Justice. By conducting legal research, writing, and analysis, the law Clerk 

supports the Judiciary in the administration of justice in the territory, thus improving access to 

the justice in Nunavut.  

 

The Law Clerk participates in the hiring process for his/her/their replacement, as well as, the 

training of his/her/their replacement.  

 

4. RESPONSIBILITIES 
 

Describe major responsibilities and target accomplishments expected of the position.  List the responsibilities 

that have the greatest impact on the organization first and describe them in a way that answers why the 

duties of the position are being performed.  For a supervisory or management position, indicate the 

subordinate position(s) through which objectives are accomplished. 

 Provide timely and thorough research memoranda to Judges on a wide range of legal issues 

falling within the jurisdiction of the Court.  

 Review decisions of the Court and provide legal support to the Judges as required. 

 Review and summarize materials submitted by parties, including application materials, 

written submissions, transcripts, documentary evidence, books of authorities, etc.  

 Analyze legal issues raised in cases pending before the Court, relevant jurisprudence, 
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legislation, and legal commentary. 

 Manage, monitor, and implement NCJ’s Access Reports for Court Records policy. 

 Assist with policy development, interpretation, and implementation within the Court.  

 Coordinate data collection and prepare the Court’s Annual Report along with other materials 

to improve access to justice in the territory. 

 

5. KNOWLEDGE, SKILLS AND ABILITIES 
 

Describe the level of knowledge, experience and abilities that are required for satisfactory job performance. 

Knowledge identifies the acquired information or concepts that relate to a specific discipline.  Skills describe 

acquired measurable behaviours and may cover manual aspects required to do a job.  Abilities describe natural 

talents or developed proficiencies required to do the job. 

These requirements are in reference to the job, not the incumbent performing the job. 

 Requires at least a J.D. (Juris Doctor) or LL.B. (Legum Baccalaureus) from a Canadian Law 

School;  

 Demonstrated advanced legal research skills; 

 Superior oral and written communication skills, including the ability to draft concise high-

quality memoranda; 

 Sound analytical judgment and problem-solving skills; 

 Ability to balance assignments with tight deadlines and work effectively for several Judges; 

 Excellent attention to detail, particularly in conducting research and editing written work; 

 Strong interpersonal skills and ability to work independently; 

 Knowledge and interest in civil procedure, criminal law, and other subject areas within the 

jurisdiction of the Court; 

 Knowledge of legal theories and concepts to develop sound legal analysis to support Judges 

in resolving complex legal issues; 

 Understanding of the role of the Judiciary in the Canadian legal system; and 

 Understanding of Nunavut’s unique historic, socio-economic, and legal landscape, as well as 

a demonstrated interest in Aboriginal legal issues. 

 

6.  WORKING CONDITIONS  
 

List the unavoidable, externally imposed conditions under which the work must be performed and which 

create hardship for the incumbent.  Express frequency, duration and intensity of each occurrence in 

measurable time (e.g. every day, two or three times a week, 5 hours a day). 

 Standard hours of work are 8:30-5:00 Monday to Friday.  

 Overtime is sometimes required in order to meet judgment publication deadlines and 

research deadlines. 

 Strict deadlines. 

 Clerk will have his/her/their own office; however, it is adjacent to an open-plan workspace 

so there is noise and frequent interruption. 

 Intense subject matter in the cases including; descriptions of sexual assault and other violent 

crimes, graphic imagery, and otherwise distressing materials. 

 

 

Physical Demands 

Indicate the nature of physical demands and the frequency and duration of occurrences leading to physical 

fatigue or physical stress. 
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 Extended periods of seated work. 

 Computer screen glare for at least 7.5 hours a day, Monday to Friday. 

 Strict deadlines 

 Extensive legal research and writing, which can lead to mental fatigue/strain 

 Large volume of reading, which may cause eye strain. 

 

Environmental Conditions 

Indicate the nature of adverse environmental conditions to which the jobholder is exposed, and the frequency 

and duration of exposures.  Include conditions that increase the risk of accident, ill health, or physical 

discomfort. 

 Clerk has own office, but said office is located adjacent to open and busy workspace and is 

therefore exposed to noise and interruption at unpredictable intervals. 

 Glare from computer screen for at least 7.5 hours a day. 

 

Sensory Demands 

Indicate the nature of demands on the jobholder’s senses.  These demands can be in the form of making 

judgments to discern something through touch, smell, sight, and/or hearing.  It may include concentrated 

levels of attention to details though one or more of the incumbents’ senses. 

 High level of concentration to details and information during judgment editing and 

memorandum drafting. 

 Extended periods of reading, resulting in possible eye strain. 

 Extended periods of sitting, leading to possible physical discomfort. 

 Extended periods of high-level concentration, resulting in possible mental fatigue. 

 

Mental Demands 

Indicate conditions within the job that may lead to mental or emotional fatigue that would increase the risk 

of such things as tension or anxiety. 

 Heavy subject matter (sexual assault; domestic violence; highest incidences of violent crime 

in the country; graphic imagery). 

 Legal research and writing requiring mental and intellectual effort. 

 
ADDITIONAL REQUIREMENTS 

 

Position Security  

 No criminal records check required 

X Position of Trust – criminal records check required 

 Highly sensitive position – requires verification of identity and a criminal records check 
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7.  CERTIFICATION 
 

 

 

__________________________________________ 

Employee Signature 

 

 

 

Printed Name 

 

 

 

 

 

Executive Legal Officer, Office of the Chief Justice 

Supervisor Title 

 

 

 

Supervisor Signature 

 

 

 

Date:   Date   

I certify that I have read and understand the 

responsibilities assigned to this position. 

 

I certify that this job description is an accurate 

description of the responsibilities assigned to the 

position. 

  

  Deputy Head Signature 

 

  

Date 

 

I approve the delegation of the responsibilities outlined herein within the context of the attached organizational 

structure. 

 

 

 

8.  ORGANIZATION CHART 
 

Please attach Organizational Chart indicating incumbent’s position, peer positions, subordinate 

positions (if any) and supervisor position. 

 

 

“The above statements are intended to describe the general nature and level of work being 

performed by the incumbent of this job.  They are not intended to be an exhaustive list of 

all responsibilities and activities required of this position”. 


